
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing t h i s  form,' Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenud, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

* -__I__ ~ 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR> 

RECORDS MANAGEMENT DIVISION 

~- 

FOR AGENCY USE 1. Agency Address 
ipplication Date Department of Education 

Program and Staff Development Division 

303 State Office Building Unit 
ipplication Number Special Program Development 
I - ~. ~ - _ _  ---_ ~ 

~ ~~~ ~ ~~~ .~ -~ 
2. PerrontoContact Working Tithe Telephone Number 

a. XX Estaoiisn Retention Schedule: record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. " 

8. Dater of Series - 

EDUCATIONAL IMPROVEMENT ADMINISTRATIVE FILES 
p a t  is the function of the Diyision,andthe Office in which this record series is created? 

I ~. _ _ _ _ ~ ~ _ ~ ~  
~ .~ ~. 

1972 
.. ~. .. 

i. Div,isionand ...~ Office Function .. ~ . 
~. ,- c _  ~ . .  ~ -~~ . . _  ; ' i t  ' .  I. 

The Special Program Development and Diffusion Unit, known as Educational 
Improvement, administers a state-wide program of educational improvement 
through the allocation and distribution of federal funds to local school 
systems for the development, training, adaptation/adoption and facilitation 
of innovative educational projects. 

- - -_ I ~ - . . - - -  

1. Record Series Description This f i le contains the following documents (include form numben and titles, if any): 
Attach samples of the file. 

Documents relating to: administering the state innovative educational projects program 
funded by federal funds(ESEA, Title 111 and IV). 

1ncludedare:correspondence with other departmental units and outside the department 
not directly related to specific projects, information from CESAs and other 
state coordinators, legislation pertaining to projects, unit itineraries, 
travel and expense reports, on-site project visit information, and all other 
miscellaneous general unit records not directly pertaining to projects. 

File i s  arranged: alphabetically by subject. - 
-~ __ --A -I---- 

3. Monthly Reference Rate How often are records referred to which are: 

One to six months old 
twenfy-five months and o l d e r 2 - ~ -  ? 

25 ; Seven to twelve months old 13; Thirteen to twenty-four months old 2--; 
. .  -. 

__-I_ I - __ - - _- ___._I -I___ . ___ 
3. 'Annual Rate of Accumul tionof Records 

Letter-size drawers f ; Legal-size drawers -;Shelves ;Other (specify) -- - 

-. -~ 
R--50-71: Rev. 78 (Over) 



a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes. cite law or regulation. 
is it? - -__ 

.. ', 
I -. 

I X ~ 1 ~ .  c.~~<hsa-viil record? \ 

entire f i le for a long period, could these 
. -A~wen_tr -bcheduled sewra lv?  _If_ 

. . ~  Mshed? lives.affa h 
series ever . a:alyzad . - and/or r e c o r d e a  

-- - .. 

h. 1s there a duplication of th i s  series in your office, o r~ in  another office or agency? I 
~- &SS,..wtEL!22-- ----I__- - _ _  I_ 

- -  ~ _- . . .~ . ., , .~ mwe- ?---~-_LL~~--I- 
11. Retention Rquirements The following requires the series to be kept: 

a. State Law - 0 -years. d. Audit period A - v e a r s .  
b. Statute of limitation 0 - . y e a r s .  e. Administrative need 3 _ _ - y e a r s .  
c. Federal law 0 years. f. Federal retention instructions ---years. 0 

. -  . 
. .  -: Attach copy or excerpt of laws or regulations. Explain administrative need. .. : ~ ~ : ~. . .  I ~. 

These records are weded to maintain continuity in administering the federally-funded 
-! special innovative projects program. 

'j  ._ .. . .. . ~ - . '~ - . ~ ~ - ._ ,. c :  c. 2 ' I .  F C  ,, 

. .~ F ?  ~ > ~ .  L1 

. .  ~ . . ~  . . I , .  

. . - .  - -  ~ .~ ~ 

~~ . .  . Hold in the2mrrent files area : ' ~ month(sf L-- yea&\! . .  . then . - ~ ~  - - . _ , I  . . . . 
0 Transfer to  local holding area, hold ----year(s); then 
D Transfer to  State Records Center; hold A y e a r ( s ) ;  then 
10 Destroy. 
13 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

3emmmendations In para- 
iraph 12 are approved. 
Yf disapproved, attach letter 
r f explanation.) 

_ . ~ ,  .. ~ - ~ ~ _ . _ _ -  
3-50-71; US", 76 


